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June 17, 1971 
Dr. E. R. Owens 
Health Services 
Campus 
Dear Dr. Owenst 
We have received a personnel action form on Miss Theresa J. Martin. 
This personnel action form was received in our office approximately 
June 5 and was signed in your office on May 20, 1971. 
May I bring to your attention that we are not authorized to sign 
personnel action forms on a retroactive basis. An investigation 
has revealed that Miss Martin was put to work without the appropri­
ate authorization. She subsequently resigned and, in fact, she had 
worked and resigned prior to the time that the initial personnel 
action form was properly executed and approved. 
This procedure is in complete violation of existing policies concern­
ing personnel action forms. In the future, I shall be pleased if you 
would see that no employment is made in your department prior to the 
time that personal action forms are evoked. In case of emergency, 
proper clearance should be made with the Business Office and the 
clearance should be attached to the personnel action form when it is 
followed for approval. 
I shall be pleased if you would acknowledge this letter and advise 
me of the future action by your department in relationship to per­
sonnel action forms. 
If I can be of assistance to you, please let me know. 
Very truly yours. 
Alvin I. Thomas 
President 
AIT/raaw 
ccs Mr. H. D. Murdocks 
November 14, 1970 
Dr. Emory R. Owens 
College Health Services 
Campus 
Dear Dr. CVens; 
Z have noted the personnel action form which Dr. Arthur 
R. Higgs was separated from the College. 
Z am sure that we all agree that the College is in serious 
need of a person to render dental services and I will be 
grateful if you would take immediate stops to begin re­
cruiting to employ a qualified dentist at an early date 
to serve our students here at the College. 
May Z hear from you at the earliest possible date con­
cerning this matter. 
Very truly yours, 
Alvin Z. Thomas 
President 
AZT/mfa 
cos Dr. T. R. Solomon 
Way 21, 1971 
Dr. E. R. Owens 
Health Services 
Campus 
Dear Dr. Owens: 
The Business Manager has brought to my attention that Account 
No. 40-250, Hospital Service, shows a deficit of $25,725.84 
as of May 13, 1971. As you know, we have no authority for 
operating this account in the "red." 
I am, therefore, asking you to meet with Mr. Murdock promptly 
concerning steps to collect all outstanding debts against this 
account and make every effort to reduce this indebtedness to 
the minimum amount as quickly as possible. 
Please furnish me a report within the next 10 days on your 
efforts. 
With kindest regards, I am 
Very truly yours, 
Alvin I. Thomas 
President 
AIT/maw 
cc: Mr. H. D. Murdock 
June 18, 1971 
Dr. E. R. Owens, Director 
Health services 
Campus 
Dear or. Owens% 
Enclosed is a copy of a letter we have received on 
Mrs. T, J. Martin. 
May I again stress the importance of having an approved 
Form 500 on all employees prior to employment. In cases 
of emergency, clearance may be secured by telephone. 
Very truly yours, 
Alvin X. Thomas 
President 
AIT/mfa 
cc; Dr. T, R. Solomon 
